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Meat Grading & Certification Branch

Timely Submission of Documents

This Instruction provides guidelines for the submission of official Meat Grading and
Certification (MGC) Branch documents. Timely submission of documents is critical to
our operations.

Document Title Submission Procedures
AD-616 Travel Mail to Gradinglnfo, with an original signature in
Vouchers BLUE INK, within 5 days of the end of TDY travel
if the employee will not be making additional
claims for the month.
Employees may submit travel vouchers for
reimbursement per trip, bi-monthly, or on a
monthly basis.
LS 5-3 Agricultural Mail to the MGC Branch Office at the end of the
Products workweek.
Certificate
LS 5-4 Grading E-mail to Gradinginfo at the end of the workweek
Work Sheet or NOT-LATER-THAN the close of business on
the Monday following the end of the workweek.
LS 5-5 Applicant Mail to the MGC Branch Office at the end of the
Charges workweek.
LS-111 Pork Belly Email to CME
Worksheet (Clearinghousedeliv@cmegroup.com) and
GradingInfo at completion of lot examination
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MGC- CME Carcass Email to CME

CME-112 | Grading (Clearinghousedeliv@cmegroup.com) and
Worksheet GradingInfo at completion of lot examination

MGC-5-6 |Live E-mail to the GradingInfo at the end of the
Animal/Carcass workweek or NOT-LATER-THAN the close
Certification of business on the Monday following the
Worksheet end of the workweek.

MGC-44 USDA Donated Locations with computers e-mail to
Meat Product Gradinginfo NOT-LATER-THAN the close
Production of business on the Monday following the
Information end of the workweek.

Locations without computers mail to the
MGC Branch Office at the end of the
workweek.

MGC-58 Employee Work E-mail to GradingInfo on the last “working
Report and Time day” of the Pay Period. This form MUST be
and Attendance received at the MGC Branch Office NOT-
Report LATER-THAN 12:00 Noon on Monday

following the end of the Pay Period for
auditing and processing to NFC.

Mail a printed “hard-copy” (signed in BLUE
INK) to the MGC Branch Office at the end of
the Pay Period.

Production |Production and E-mail to Gradinglnfo at the end of the

and Fax Fax Record workweek or NOT-LATER-THAN the close

Record of business on the Monday following the

end of the workweek.

Naming conventions for electronic files should conform to the Naming and Distribution
Guidelines for the MGC Branch. Naming conventions are also available for each form
from MGC Branch Templates. Employees should reference the content of this page to
ensure proper naming conventions are being utilized.

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, color, national
origin, age, disability, and where applicable, sex, marital status, familial status, parental status, religion, sexual orientation, genetic
information, political beliefs, reprisal, or because all or part of an individual's income is derived from any public assistance program. (Not all
prohibited bases apply to all programs.) Persons with disabilities who require alternative means for communication of program information
(Braille, large print, audiotape, etc.) should contact USDA's TARGET Center at (202) 720-2600 (voice and TDD). To file a complaint of

discrimination, write to USDA, Director, Office of Civil Rights, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, or call (800)

795-3272 (voice) or (202) 720-6382 (TDD). USDA is an equal opportunity provider and employer.
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